
< 
OFFICE OF THE SECRETARY OF STATE 
EPARTLDENT 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE ' 
6 6  5 2 -  OL 

FOR AGENCY USE 

pplication Date 

pplication Number 

1. Agency Address 
Georgia Department of Education 

FOR RECOROSMANAGEMENT USE 
Application Number 

85-8-e fficy of d inis r tiv Services , %vu. on o+ Piscaf eervfces 
Grants-Management Section Date Received Date Completed 
205 Butler Street, ~ 1 5 7 0  Twin Towers East 
Atlanta. Geore ia ~ 3 0 3 3 4  JUN 2 1986 I EB 6 lam. 

. Record Series Description 
Documents 'elat?$gResolving audit questions, including reclaiming funds related t o  audit exce 

tions cited In 
and Accounts for 187 School Systems, 16 tooperative Educational Services Agencies (CESA's), 
46 or more county and regional libraries, and independent vocational technical schools. 
Indudedare: (a) audit, (b) copies of the auditor's workpapers to support questioned cost(s), 
(c) correspondence to departmental program managers, local School Systems, CESA directors, 
libraries, and vocational technical schools, and (d) copies of correspondence to the 
Accounting Services Section to deposit any refundcs), including copy of check(s). 

This file mntains the following documents (include form numbersand titles, ifanyl: 

The annual state audit &s published by the Georgia Department of Audits 

,. Dates of Series 
:arliest Latest 
7 / 8 2  Present 

Fileisarranged: Alphabetically by School System name, counties first, followed by city systems, 
CESAs, counties for libraries, and independent vocational schools. 

One to six months old 25 ; Seven to twelve months old 10 ; Thirteen to twenty-four months oldEl0 exPeriFncc 
twentyfive months and older No exPer$ence 

I. Annual Rate of Accumulation of Records 

Lef;er-siie irawers ; Legal-size drawers '' - 2  .';Shelves ;Other /specify1 

I. Monthly Reference Rate How often are records referred to which are: 

- .  

3-50-71, Rby 76 (Over) 

5. Records Series Title (followed by title used in office; if different] 

Annual State Audits 



a. i s  rnis me oniciai mpy or tne s u e s ?  
X I f  not, where i s  it? S m - V  or r e c i p i e n t  aeency 
v b. Does the series contain mnfidential information requiring security handling? If yes, cite law or regulation. 

X 
X 
x 

c. Is this a vital record, 
d. Does th is  series have historical or long term research value? 
e. When one or two documents in the file make it neewry  to keep the entire file for a Ibng period, could these 

documents be scheduled seoaratelv? 
f. I s  the information conrained in t h i s  series ever oublirhed? I f  ver. attach mov. 
g. I s  the information contained in t h i s  series ever analyzed andlor recorded in a summarized report? 

If  ves. attach mov. 
h. Icthere a duplication of th is  series in your.offiq, or in anotkr'office or agenq? 

If es where, 
i. IS th is  series k r  a maiorwni on of it) reaularlv m iO&l&? 

i D~eept he remrd series result in amwnl)u&r DT intout? 

Published a u d i t  i n  F inanc ia l  Review Sect ion;  only complete f i l e  i n  my 
S e c t i o  

. .  r n , n , c t r s t i w  n o d  
2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 

0 Calendar Year, % Fiscal Year; Other then, 

dr Hold in the current files area month(s) 2 year(s); then 
0 Transfer to local holding area; hold 
@Transfer to State Rewrds Center; hold 4 year(s); then 
@Destroy. NOTE: These f i l e s  must be r e t a ined  u n t i l  f i n a l  r e s o l u t i o n  of a l l  l e g a l  claims o r  

Transfer to State Archives for permanent retention. a u d i t  auestions.:  

yeark); then 

0 Other lSpecify) 
*Recipient a u d i t  f i l e s  may need t o  be  reviewed p r i o r  t o  d e s t r u c t i o n  s i n c e  t h e - f i l e  may 
not  be  destroyed i f  t h e r e  is on-going l i t i g a t i o n ,  or a c t i v i t y  going on beyond t h e  
end of the s ta te  f i s c a l  year.  

These instructions apply to al l  prior and future aocumulations of the series. 

- 
Date 

3emmmendations in para- 
iraph 12 are approved. 
If disapproved, artadr letter 
if explanation.) 



RECORDSNRNAGEYENT DIVISION 

INSTRUCTIONS See Publication No. 76-RM-1 for inmuctions on completing th is  form. Forward signed original to 
Department of Archim and H i m ,  Reaxds Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulina Senion. 

FOR AGENCY USE l . ~ c Y A d d r . u  
Georgia Department of Education 
Office of Administrative Services 
Division of Fiscal Services 
205 Butler Etreet, f570 Twin Towers East 

ppliation Cdm 

-Grants.Mana ement S ction 
Atlanta, Georgia 30334 

Pplicetim Nu- 

F& RECORDS MANAGEMENT USE 
App(ibtion  umber 

mte b p l e m d  
85-8 

a m R & d  
OEC 0 6 1984 1 ~ A R  $ g 1985 

- 
656-2441 Donald L. Moore Senior Grants Administrator 

. Action Rwguerted - 
a. 
b. 

Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present acwmulation; no fwther accumulation anticipated. 

i. D &pp!lsion No. __ Check One: 0 Cham; Supercede; 0 Void 
. of Serbs C~C~SO,,~') I 5. Records W i  Ti le  lfollowed by title used in offife; if differmtl 
arliest L a t e s t 3  

Annual State Audits FY 3 
7/82 

The Grants Management Section was authorized in March 1981 as a Section within the 
Fiscal Services Division to perform the function of resolving fiscal aspects of audits, 
including the reclaim of funds (state and federal) related to audit exceptions. 

. Dirilion and O n i  Function What is the function of the Division and the Office in which this record series is created? 

- 

7 

'. Record Serh Demiption 

Documntsre la t i~m:  
and Accounts for 187 School Systems and 116 Cooperative Educational- Services Agencies 
(CESAs). 

Indudedare: (a) audit, (b) copies of the auditor's workpapers to support questioned cost(s), 
(c) correspondence to departmental program managers, local School Systenis or CESA 6Lrectirr 
and (d) copies of correspondence to the Accounting Services Section to deposit any 

Thisfik contains the following documents linclude form numbersand tides, ifanyl: 
.~ Attach samples of the file. ~~ 

The annual state audit ,as published by the Georgia Department of Audits 

refund(s), including copy of check(s). 

Fileisarranged: Alphabetically by School System name, counties first, followed by city systems 
and CESAs. 

I. Monthly Reference R.t8 How often are records referred to which are: 

One to six montpj? 100 ; Seven to twelve months old 50 ; Thirteen to twenty-four months old no exper;ier 
twenty-five mon?#is and older nn -per iknce 

3. Annual Rate of Accumulation of R.mr& 
Letter?ize drawers '; Legal+edrawers 2 I. ;'Shelva ; omer IsleCHvl 

. -- .~ 

R-50-71: R n .  76 low1 
. .i ... 



I ~ I b. L&s the series contain confidential information muir ing Prmrity handling? If yes, cite law Q regulation. 

1. Retention Requirements The following requires the series to be kept: 

years. d. Audit priod -~ ~~~ 1 years. 

c. Federal law 3 years. f. Federal retention instructions 0 years. 
L. r, '~ .7* . s.0 :q 

Attach copy or exert  of laws w regulations. Explain administrative need. 
34 CFR Part 74.62 Non-Federal audits - State and local governnents and Indian tribal 
governments. 

a. State Law 4 
b. Statute of limitation 0 years. e. Administrative need 3 WWS. 

2. Approv$d Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendar Year;a Fiscal Year; 0 Other then, 

(B Hold in the current files area monthlsl 2 vear(s1: then 
0 Transfer to local holding area; hold 
(B Transfer to State Records Center; hold 
OI Destroy. 
0 Transfer to State Archives for prmanent retention. 
LE) Other /Specify) 

yearlsl; then 
~ 2 vearlsl; then 

* Fiscal Year 83 audits were-not released to Dept. until 7 or 8 months had passed in FY 84. 
Files were cut off off at end of FY 83 but all 203 audits were not received until August 
84, which is 1 month into FY 85. 
Ereplaced in inactive file after all were received; then held in CFA 2 years; then 
transfered SRC for 2 years; then destroy. 

In order to cover 3 year Federal audit period, files 

~ ~~ ~~. ~ ~ ~~~~ ~ - ~~ ~~~ ~ ~ ~~ ~- -~ -~ - - 

Per Donald Moore - phone conversation - 1/4/85. 

These instructions apply to al l  prior and future accumulations of the series. 

raph 12 are approved. 
I f  di9pprOurd. attach letter 
if axpImtim.l 


